
Narration                                          Time 

_}W~gZñk(.çEE�gkÔ¥.çENHk!îG2ZhâH&4-ôF$HF#-ô GGkIg�(.çEE9ôFN(;5å GNXEZLwX 00:00

#-ô GGkIg�(.çEE4-A�ð
XG9F5\+¯: 00:07

eZY$454øGEH(.çEE²-ô LG²-+ 1
E°æMz�gk�g`X 00:09

eZY$454øGEH(.çEE²-ô LG²-+ 1
E°æMz¥.çENHk�g`X 00:12

±.
Ye&½ø

E2L
#-Bø
FGE&4-ôF$H²-ô LG²-+ 1

E°æMz�gk»X 00:15

eZY$454øGEH(.çEE²-ô LG²-+ 1
E°æMz¢ïENHâ^!îG2Zhâ^�g`X 00:19

¥uZEw�ZyX 3.3.4 !îG2_}W~Î^zgX 10.04 &454è GG:G$E9ôFL5\+Zz8É45½ø GE 00:24

_}W~9ôFN$.G5î XLeZY$454è GEHE(.çEE£�]éI3$ÿ L�&ëENZYi]�zZyX 00:33

ÃsX resume.odt 5\+Åß&4-+F
E2E 00:38

¥.ç
ENHk(.çEE£��g`�!îE2!ÖÔ°æMz5\+±. Ye&½ø

E2L
#-Bø
FGE&4-ôF$H®ÓëLÔ&454è GG:G$E5\+¥.ç

ENH9ôFL�g`nJy°æNyX 00:42

°æ 1LzeZY$43ïGEH#-Bø
FGE&4-ôF$H®ÓëLX 00:49

W$h4ø FIE&4-ôF$H®ÓëLX "Footer" W$h4ø FIE&4-ôF$H®ÓëL!îG2"0î FG2°æ 1Lz "Insert'' z�ÖE°æ 1Lz�!gk(.çEE 00:51

W$h4ø FIE&4-ôF$H®Óë LX "Default'' z�ÖE°æ 1Lz 00:58

5\+9ôFLóNYy¯¥.çENH9ôFN£±ø L#-.ø
E1EL8{ø L(.çEE:æENH"3ðGG9!ïNGX 01:01

W$h4ø FIE&4-ôF$H®ÓëLX "Insert" ¥.ç
ENHk(.çEE£�ƒé E3CÙ�!îE2!ÖÔ°æ 1Lz±. Yâ2 01:06

W$h4ø FIE&4-ôF$H®ÓëLX "Fields" "0î FG2°æ 1Lz 01:12
(:+
GNX45½ð XG9L�óN9Ÿ-ô FLG¯&454è GG:G$E9ôFLzZ§c¦¥.çENHWBƒé E3CÙX 01:15

gk&4-ôF$H®ÓëLX "Page Number" eZY$454øGEH(.çEE£��g`�!îE2!Ö°æ 1Lz 01:19

ƒé E3CÙ°æ YIJyX "1" óNgd̄-ö 1G¥̄.ç
ENHk(.çEE9ôFN 5\+ 01:24

 gk&4-ôF$He.Þ®ÓëLX page number
&B5Òý NEG_5é LH�(.çEE£��!îE2!Ö°æ 1LzÔ 01:29

eZÞv!¾ƒé E3CÙ°æ YIJyX "Edit Fields: Document" 5\+9ôFLóNYy¯hß&4-ôF$H9ôFN 01:35

Ô�wª "ABC" W$h4ø FIE$.E!îE2±0îEL#èGLE$.G5î XLzZ§c¦Ãgó1i!îE2Ô}ãª(#è$ECÙ®(.çEE "Format"

!îG2&40î EG9GL!îGLzZ§c¦X ''Arabic 1 2 3"Ô‘"abc" Å.µ54èH$Ew®(.çEE
01:41



&454è GG:G$E45½ð XG9L�(:+GNX£'-.ç EENu6s$4-Bï NEGEE°æ 1LBÔ$øGN$.G5î XLIW`îLX 01:53
±ø L"54ø EHE&4-ôF$H®Óë LX "OK" WB$4-Bï NEGEE!îG2"0î FG2°æMz iiiÔiiÔ"Roman i 5\+°æMz 01:58

(:+
GNX9�ð FLóNYy¯#-Bø

FGE(.çEE9ôFN'-.ç
E
ENuÃgó$ÑyX 02:05

#-�õ GLG&éF3
(�+
H45½ð XG95\+eZY$454øGEH(.çEE�g�g`°æ 1LBX 02:09

±.
Yâ2°æ 1Lz

#-Bø
FGE&4-ôF$H®Óë LÔ&454è GG:G$E�g�77ÿE2°æ

YIšî L°æ
YI™è NEX 02:13

W$h4ø FIE&4-ôF$H®ÓëLX "Header" �k&4-ôF$H°æ 1Lz®ÓëL!îG2"0î FG2°æ 1Lz "Insert" 02:17

W$h4ø FIE&4-ôF$H°æ 1Lz®ÓëLX "Default" 02:23
(:+
GNX9�ð FLóNYy¯�g9ôFN‚gó2~&4- î F$H2±0îEL

#-Bø
FGE(.çEE�77ÿE2Í!ïNGX 02:26

W$h4ø FIE&4-ôF$H®ÓëLX "Fields" F&4-ôF$H®ÓëL!îG2"0î FG2°æ 1Lz "Insert" �gk(.çEE�á#�&ëEN&éG3gõ�g`�!îE27éE3§ø2°æ 1Lz 02:30

W$h4ø FIE&4-ôF$H®ÓëLX "Date" ZB(.çEE°æ 1Lz ‚"5å GGH�Ô$øGNƒé E3CÙ9ôFNÔ 02:37

&éG3gõ9ôFN�gk(.çEEƒé E3CÙ°æ YIJyX �á#�&ëEN 02:42

F&4-ôF$He.Þ®ÓëL°æ 1LB9�õ F:Óx&)½è
NErðZgjø21i!îE2$ðGLZyÔ'.èGLE(.çEE�á#�&ëEN&éG3gõƒé E3CÙ45½ð XG9°æ 1LBX date 02:45

ö&4-ôF$H°æ 1Lz®Óë LX OK $4-Bï NEGEE!îG2 1999Ô31 Dec °æ 1Lz &454è GG:G$E 02:51

W$h4ø FIE&4-ôF$H®Óë LX "Page preview" W$h4ø FIE&4-ôF$H®Óë L!îG2"0î FG2°æ 1Lz "File" z�ÖE°æ 1Lz�!gk(.çEE 02:58

@xióZxX è50 percent eZY$43ïGEH°æ 1Lz 03:05

óN9Ÿ-ô FLGÔ!îG2‚gó2~$.E!îE2±0îEL£�X "Date" !îG25\+45½ð XG9
#-Bø
FGE(.çEE9.ç XG9L±0îEL 03:09

!îGL"0î GGLeZY$43ïGEH´4è$EÓx#-Bè FGEE&4-ôF$H��CÙZz!îE2X 03:15
±ø L"54ø EHE&4-ôF$H®ÓëLX "Close Preview" Zuÿ 2eZY$454øGEH(.çEEzZ:°æ

YI™0îE2!ÖÔ°æ 1Lz 03:19

!îGL
!3Šê NEE°æ 1LBX spacing 

(:+
GNX45½ð XG9L��gc¥.çENH¶îLeJ

+Bø
E
F!Œé N1$þEL

"5½o-
÷
HGH

2F 03:25

c45½ð XG9�gkc¥.çENHk(.çEE!gegÑÍ°æ 1LBX 03:30

T&4-ôF$H®ÓëLX "Page" W$h4ø FIE&4-ôF$H®ÓëL!îG2"0î FG2°æ 1Lz "Format™" �!gk(.çEE°æ 1Lz 03:34

7$4-Bï NEGEEX "Footer" eZÞv!±mø(.çEE°æ 1Lz 03:40

ÃÔ-\+(:+GNXZEw spacing options °æ 1LB°æ 1Lz ³1.00cm z= &ëEN"Left margin"

°æNynJy9�ð FLX
03:43



W$h4ø FIE&4-ôF$H®ÓëL!îG2"0î FG2°æ 1LzW$h4è FIEE45å XLEz=!«ç NGgÔ'êGL(:+GNX "More" ¥.ç
ENHk(.çEE!gegcoz]éI3$ÿ L�!îE27éE3§ø2°æ 1Lz±. Yâ2

 ¥.ç
ENHk(.çEEåó2Ö

E
nJy9�ð FLX

03:52

W&»4ø GE&4-ôF$H®Óë LX "Cast Shadow to Top Right" }Ô¥.çENHk(.çEEoz6s%æG9Zz!îE2!ÖÔ°æMz5\+ 04:03
"54ø
HGE$.E!îE2±0îELzZä2(;èGLXE�ø[W&»4è GEE(.çEEÔ9ôFN!îGL&454è GG:G$E1i!îE2 "Position" WB±ø L "Shadow style"

$ðGLZyX
04:10

(:+
GNX45½ð XG9L��gæu°!îG2oz!îGL$4-Bï NEGEE°æ 1LBX 04:18

%æF9#-ô $G�ø[W$h4è FIEEÇ'×&å>iZ"0î EE27éE3§ø2°æ 1LzZ%îLeZÞv!±g÷ 2FïX 04:23
"54ø EHE&4-ôF$H®ÓëLX "OK" z�ÖE°æ 1Lz 04:28

:æENH"3ðG9G!ï NGX ªZW effect ö&4-ôF$H®Óë L!îG25\+9ôFLóNYy¯¥.çENHk(.çEE9ôFN OK &40î EGGL°æ
1Lz 04:30

%æE9z3&½0î FE2%æE9zÖ°æ 1Lz±. Yâ2"54ø FEELeZY$454øGEH(.çEE"5é ELGÄ£]éI3$ÿ LX 04:36

WB$4-Bï NEGEE°æ 1LB�!îE2$ðGLZyX Page break &4-ôF$H®Óë L°æ 1LB!îG2 è Insert >> Manual !îGL9ôFN 04:41

ö&4-ôF$H®Óë LX OK &40î EGGL°æ
1Lz 04:47

9ôFN;z!îE2$ðGLZyX "2" â°̂æ 1Lz¯£� 04:50

Z¤}(:+GNXeZY$43ïGEH±ø L±.
Ye&½ø

E2L
#-Bø
FGE&4-ôF$H¥.ç

ENH9�ð FL!îE2nJyóN9Ÿè FNEÔ"5Ïî GG:L(£é G3Ìz±.
Ye&½ø

E2L
#-Bø
FGE&4-ôF$H°æ 1uX 04:54

W$h4ø FIE&4-ôF$H®ÓëLX "Styles and Formatting" F&4-ôF$H®Óë L!îG2"0î FG2°æ 1Lz "Format" "0î FG2°æ 1Lz�!gk(.çEE 05:01

"Page z�ÖE°æ 1Lz1i!îE2"0î GLE2z7ÅøLeZÞv!±mø(.çEEÔ‚gó2~²�.!îG29.ç XG:L±0îELjóZg!øLW&»4ø GE&4-ôF$H®Óë LÔ-`î2iy
èX 9ôFN Styles"

05:08

W$h4ø FIE&4-ôF$HgZf®ÓëLX "First Page" "0î FG2°æ 1Lz 05:16
"54ø
HGE&4-ôF$H®ÓëLX "Organiser" W$h4ø FIE&4-ôF$H°æ 1Lz®ÓëL!îG2"0î FG2°æ 1Lz "New" 05:20

Þ45å XNE*zNx°æ 1LBÔ'êGL5\+�g`nzÄ°æ2Ö
E

X style ¢5Óå E
>Hk(.çEE45½ð XG95\+â#è$E "Name"“ 05:25

*zNxX "new first page" Å<å XEZ&454è GG:G$E°æMz5\+ 05:30

!«ç NGgX "Next Style" ed«&éF3
(�+
H

°æ 1Lz 05:35
"54ø
HGE&4-ôF$H®ÓëLX "Footer" z�ÖE°æ 1LzeZÞv!±mø(.çEE 05:38

s!¾°æ 1Lz‘éE3g$4-Bï NEGEEÔZ¤}!îGLed«&éF1
(�+
H

‘éE3g$4-Bï NEGEE9Ÿ0î FNEX "Footer on" 05:42



"54ø EHE&4-ôF$H®Óë LX "OK" 7yk&4-ôF$H°æ 1Lz 05:48

!îG2Ãg$4545ë GEHEYeZÞv!±mø&4-ôF$HzZ:W!-+ 2GX styles 5\+9ôFL 05:51

W$h4ø FIE$.E!îE2±0îEL1i!îE2$ðGLZyX "Page Styles" 6s9ôFN "new first page" â°̂æ 1Lz¯ 05:55

W$h4ø FIE&4-ôF$He.Þ®ÓëLX "new first page" z�ÖE°æ 1Lz 06:01
(:+
GXóN9�ð FL¯&454è GG:G$E9ôFN±.

Ye"3ð ELG9Nu£%æG97ÌBeZY$43ïGEH´4è$EÓx#-Bè FGEE&4-ôF$H¥.ç
ENHX 06:04

#-�õ GLG&éF3
(�+
H45½ð XG9L�(:+GNXÓx�ø[ed«6�&4-ôF$Hp&Ðö>°æ 1LB!îG2'êGL45½ð XG9eZY$43ïGEH±ø L%æF9#-ô $G

#-Bø
FGE&4-ôF$HÑ±ð YZ°æ 1LBX 06:11

eZÞv!¾°æ 1LzÈX 06:19

z�ÖEÔ4-A�ð XG:F_}W¢mø
E

(.çEE¢43ð ENHEH!îG2ZhâH!3›Òþ NGX 06:22

¢ïENHâ^9ôFL
#-Bø
FGE(.çEE‚gó2~$.E!îE2±0îEL1i!îE2$ðGLZyÔ"54è GG$EZ45å XNEjZÈî2�!îEL9ôFN-ZyX 06:27

"5Ïî GG:LiyZhâ^9ôFLeZY$43ïGEH±ø L7yk(.çEE¦W‚yX 06:31

ªY!îGL&4-ôF$H�77ÿ
E2°æ

YIJyX position â^!Ö9ôFNZ"5¾æ GEÔ°æ 1u<îFLñ8ðEZ�ø2 06:35

Éë 2ZN[°æLBX a custom symbol cautomatic numbering
(:+
GNX45½ð XG9L� 06:40

W$h4ø FIE&4-ôF$H®ÓëLX "Insert" ZBW$h4ø FIE&4-ôF$H°æ
YI™0îE2!ÖÔ°æ 1Lz±. Yâ2�!gk(.çEE 06:45

W$h4ø FIE&4-ôF$H®Óë LX “Footnote/Endnote” "0î FG2°æ 1Lz 06:51

*z74èF$E��d-+ 4G9ôFNhß&4-ôF$HZÄeZÞv!¾ƒé E3CÙ°æ YIJyX "Type" !îG2 "Numbering"
(:+
GNXóN9�ð FL¯ 06:55

*ó2²+s!±mø LX "Endnote" !îG2 "Footnote"Ô"Character"Ô"Automatic" &454è GG:G$E9ôFL 07:02

9ôFN$.G5î XL�y45å XLE#è$E¢g.è
G2E$4-Bï NEGEE�&ëENSYi]�zZyÔ'êGL(:+

GNX¢43ð
ENHE^!îG2Zhâ^!ÖZEw9�ð FL "Numbering"

nJy°æ2Ö
E

X
07:08

�y consecutive WB9ôFN(;5å GNXE#è$E�g°̀æ 1L!54èG$E¢43ð ENHEHcZhâH(.çEE&éF3Ö
E

0ä!3ð NG7Fª "Automatic"

!«ç NGg�ZyX
07:15

eZÞv!¾°æ 1LzÈX 07:24

W$h4ø FIE&4-ôF$H®ÓëLX "Tools" �87éE3§ø2F"3ïG>E$Ñz!îE2!ÖÔ°æ 1Lz�!gk(.çEE WI$45ëGHL 07:26

W$h4ø FIE&4-ôF$H®ÓëLX “Footnote/Endnote” "0î FG2°æ 1Lz 07:33

!ÖWI$45ëGHL_545½è G
H
LEYE9.ç XLEEZÄz„X �Styles !îG2 Auto Numbering $.G5î XL$ø

ELI9�õ F: 07:37



"54ø EHE&4-ôF$H°æ 1Lz®ÓëLX "OK" &40î FEELr.EgóZg]!Œé N3$þEL°æ 1Lz'.ðGLW$h4ð FIE(.çEE2SN[!îG2 07:42

W$h4ø FIE&4-ôF$H°æ
YI—ð LzZ:X “Footnote/Endnote”M‘ Insert 07:49

W$k5ë FIENZEw9ôFNñ8ðEZ�ø2¢ïENHâ^!Öw®c´(×y9.ç XLEEzŸs7éE3§ø2�!îE2$ðGLZyX "Character" 07:54

!îGL45Âî XG9Lwsc�7d-ô LGX 08:00

¢5Óå E
>H±ø L#-.ø

E1EL"54ø EHE&4-ôF$H®ÓëLX character �[�!îE2!ÖÔ°æ 1Lz special character ZÄ 08:03
±ø L"54ø EHE&4-ôF$H®ÓëLX "OK"

(:+
GNX°æ 1Lz±0î NEL!îGL&B{ð

E
Zmw~&4-ôF$H®Óë LÔ$øGN(:+

GNX�g`9�ð FLnJy°æNy!îG2"0î FG2°æ 1Lz 08:09

W$h4ø FIE&4-ôF$H®ÓëLX “Endnote”c“Footnote” �&Âî EYL$.E!îE2±0îEL "Type" &4-+F
E2EIzZã�!îE2!Ö°æ 1Lz 08:17

$4-Bï NEGEEX Footnote :$.E!îE2±0îEL "Type" Ô!îG2 "Automatic" $.E!îE2±0îEL "Numbering" 5\+°æMz 08:24
±ø L"54ø EHE&4-ôF$H®ÓëLX "OK" z�ÖE°æ 1Lz 08:29

(:+
GNXóN9�ð FL¯¢ïENHâ^ì9ôFNed«&éF3

(�+
H

°�~z=k34-ô X$G
#-Bø
FGE(.çEE‚gó2~$.E!îE2±0îEL1i!îE2$ðGLZyX 08:32

ÀÅ5ÀŸ-ô >LGX "This is the end of first page"
(:+
GNX45½ð XG9L�¢ïENHâF(.çEE 08:39

ÅX "Enter" !îG2"0î FG2�&éE3ÌzÅ1gek&4-ôF$H 08:45
(:+
GNX45½ð XG9L�#-Bø

FGE‚gó2~1!îE2±0îELÀ34-ô X$G£!îE2¢ïENHâ^óN9Ÿ-ô FLGX 08:48
#-�õ GLG&éF3

(�+
H45½ð XG9L�(:+GNXeZY$43ïGEH±ø L‚gó2~²�.!îG2

#-.ø
EEL8{ø L&4-ôF$HZÄZhâ^�54°æ 1LBX 08:55

z�ÖEz7]5\+_}W~gZñ7Á"3ð HLGIgs±ø L7yk&4-ôF$HX 09:00
&B3¸ç
EG

S43ð XG9bZ̀îL: 09:04

eZY$454øGEH(.çEE²-ô LG²-+ 1
E°æMz�g�g`X 09:06

eZY$454øGEH(.çEE²-ô LG²-+ 1
E°æMz¥.çENH�g`X 09:09

±.
Ye&½ø

E2L
#-Bø
FGE&4-ôF$H²-ô LG²-+ 1

E°æMz�g»X 09:12

eZY$454øGEH(.çEE²-ô LG²-+ 1
E°æMz¢ïENHâ^!îG2Zhâ^�g`X 09:15

z�ÖE9�õ F:(;5å GNXEL!ÖZÄwX 09:19

Ãs²�ðZÅð LX "practice.odt" 09:22

eZY$454øGEH(.çEE°æ 1Lz�g!îG2¥.çENH�77ÿE2X 09:25

_5å NE*z�g`X "author" �gk(.çEE°æ 1Lz 09:28



�g`X "Page Count" ¥.ç
ENHk(.çEE°æ 1Lz 09:31
&454è GG:G$E£9ôFN»°æ YIJy&454ø

GG:GE°æ 1LzZÄZhâ^]éI3$ÿ LX 09:35

eZY$43ïGEH±ø L±.
Ye&½ø

E2L#-@î FGE2&4- î F$H2°æ 1Lz�g7éE3§`X 09:39

�g`fsÅ5½ø LE&4-ôF$H�ø[zi-óN9�ð FLX 09:43

!îGL9ôFN7ÁkIgs6z85½5ë EGHNÜvî2�ZyX 09:46

Z¤$.G5î XLZuÿ 2�ÌeB�ø[9Ÿ0î FNE2"5Ïî GG:L45½ð XG9L�(:+GNX!îGLeZóNyße°æ 1LB!îGLóN9Ÿ-ô FLGX 09:49

S7±è 2EkIgs6z��Ô 09:54

9ôFNS7±è 2E"3ð
HLHg&ÓëGNZEw°æ 1LBó1ä2¤645å XNE!îGLZZ��ZyX 09:56

!îGLWyÑ+SJ÷(.çEE0k°æ YIïzZÉ4è$E9�õ F:_5åEM$ðGLZy�!îE2X 10:00

÷&4-ôF$Hg7$�î E2X contact@spoken-tutorial.org '×&å>$©{5Õä
GE

>Â!Ö°æ 1Lz 10:04

S7±è 2EkIgs9ôFNNuIW~Z}å6z85½5ë EGHN8~î L2X 10:10

(¶îLfg$œî GL9)é3#-ô GG ICT #-ô GG7½ðZ!0îGLy¶îLziZg]'Z!îGLS$hé E3ãz]é3szF¹<îFĻò&éG3Ê-+ö>!jè LIE&g$œî GLW�ÏK)
°æ 1'ç 2I9�õ F:X

10:15

'×hiZ$¹é E3g~9�õ F:#-ô GGÅ5½ø LE&4-ôF$H�ø[X 10:22

http://spoken-tutorial.org/NMEICT-Intro. 10:25
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